State of California

DEPARTMENT OF WATER RESOURCES The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Staff Services Manager | 0652-4800-xxx 50000748 2
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant DMS/IRMU
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
S01
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[ Supervisory [ Lead Person Vicki Price Staff Services Manager Il
APPROVED BY (Personnel Analyst's Name) DATE
Patrice Yang 04/03/09
P eg_c;j%rg of Activity
POSITION SUMMARY
Under the general direction of the Staff Services Manager Il, incumbent has the overall
responsibility to establish and maintain an active and continuing program for the management of
the records and information practices for the Department of Water Resources.
ESSENTIAL FUNCTIONS
This position requires knowledge and an in-depth understanding of the State Records Act (CA GC
14740-14774), Public Records Act (CA GC 6251-6270), State Administrative Manual sections and
departmental policies and procedures relating to imaging, records management and retention, mail
services, and publishing. This position requires that the incumbent exercise a high degree of
initiative and independent judgment in managing and supervising the Imaging and Records
Management Unit. All employees are expected to work cooperatively with others; maintain regular,
consistent, predictable attendance; possess integrity, initiative, dependability, and good judgment.
Develop and implement, as the business process owner, the Electronic Records Management
System component (ERMS) of DWR's enterprise content management (ECM) system; develop and
implement the digital back office central scanning function for the department; develop policies and
procedures, define business processes, procedures, guidelines, staffing, and maintenance in
support of both the records management component and scanning function in support of DWR
programs. Ensure consistency with the changing business environment, encourages and supports
continuous improvement of business processes and provides advice to departmental staff on all
aspects of federal, State, and department policy relative to records management. Responsible to
maintain and work to further progress and develop DWR's mail services, and Publications and
Paperwork Management Programs.
SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR’'S NAME (Print) SUPERVISOR'S SIGNATURE DATE
Vicki Price >
EMPLOYEE’S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Staff Services Manager | 0652-4800-xxx 50000748 2

APPOINTEE

Vacant

SAP PERSONNEL NO. | DIVISION/SECTION

DMS/IRMU

Percent of
Time

Activity

50%

35%

PAPER/ELECTRONIC RECORDS MANAGEMENT

Implement long-range planning and implementation of the Department's statewide imaging and
records management program. Personally perform the more difficult and sensitive monitoring,
evaluation and modification of existing systems, and those converting from hard to electronic
copy. Manage the development and use of the Department's electronic records management
system through records retention policies by technical, administrative, legal, and engineering
personnel, in accordance with the State Records Act and Public Records Act. As custodian of
records for the Department, which includes insuring statutory compliance of the Department's
records management program, subpoenaed records, public records requests, transfer of records,
records retention schedules and all aspects of the Department's paperwork management program.
Manages the procedural infrastructure that ensures information is available, preserved and when
appropriate, destroyed. Oversight and technical guidance to the District Offices and Field Divisions
who have delegated authority for records management functions. Actively works with the
Department of General Services in applying standards and techniques designed to improve
administrations of the State's paperwork management program.

Research and evaluate business process methodologies to incorporate into the electronic records
management system component of an Enterprise Content Management system for the department.
Perform project management, change management, research and evaluation of EDRMS systems,
analytical studies to determine departmental needs and requirements for the overall records
management program, and work to restructure/reorganize, as necessary. Direct staff utilizing
project management methodologies to identify paper processes to be converted to an electronic
document process. Assures taxonomy, inventory, and retention policies are applied to all
documents in the electronic records management system. This position will be the business owner
the ERMS and will ensure that DWR is adhering to records management laws and State policies
according to Government Code 14746.

Direct staff to perform analytical studies to determine departmental needs and requirements for the
imaging, records retention, records retrieval, mail services, paperwork management, and
publications functions. Review and evaluate existing record management policies and procedures;
make recommendations on alternate methods of records management to streamline and make
more efficient; and direct the installation of new policies and procedures. Provide technical training
and assistance to records management personnel in Headquarters, Field

Divisions, and District Offices. Responsible for departmental compliance with the Public Records
Act to complete public records act requests and to coordinate and fill attorney and subpoena
requests.

MAIL and SCANNING FUNCTIONS

Direct the functions of the Mail Services Unit that include the use of a computerized master mailing
list program and updating the existing mailing lists. Provide support to maintain an efficient and
effective mail and messenger service (internal and external) for the Department through ongoing
evaluation of mail operations and providing maximum adaptability to organizational changes.
Oversee the mail messenger and computerized master mailing list services for the Department.
Maintains an effective program for receiving, distributing, selling and maintaining stock on
departmental bulletins and reports. Also responsible for the review and purging of obsolete copies.
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Staff Services Manager | 0652-4800-xxx 50000748 2
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant DMS/IRMU
Percent of Activity
Direct the establishment and implementation of a digital back office central scanning function to
support the Department of Water Resources. Develop and recommend business area policies to
manage a successful scanning operation for the enterprise. Formulate, develop and maintain
resulting scanning and mail processing procedures for the purpose of effective and efficient
business operations. Ensure all procedures are adhered to and that quality assurance checks are
built into the processes. Develop, operate and maintain methodologies to capture statistical
information relative to scanning and mail processing.
10% PUBLICATIONS
Maintain an effective program for receiving, distributing, selling and maintaining stock on
departmental bulletins and reports. Also responsible for the review and purging of obsolete
copies.
5% ADMINISTRATIVE

Directs, coordinates, organizes and plans the administrative services of the office. Activities

include: managing a $1.4 million budget; recruitment and retention of 22 full and part-time

positions/employees including three subordinate supervisors; developing an operating budget and
procuring services and commodities to provide an effective records, mail, and scanning operation;
plan office layouts; develop performance standards, prepare and review performance reports, and

respond to Merit Award suggestions pertaining to records, mail, and scanning operations.

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor
declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this
position may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as OES and FEMA in disaster work, including performing
fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other
emergencies. This position may also serve in one of the sections as established in the Incident
Command System to assist the Department in performing its emergency preparedness, response,

recovery, and mitigation functions. These functions are established in the California State

Emergency Plan and the Department's Administrative Orders.

KNOWLEDGE, SKILLS, AND ABILITIES

This position requires that the incumbent exercise a high degree of initiative and independent

judgment in developing an electronic records management program and in managing and

supervising the Imaging and Records Management Unit.
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Staff Services Manager | 0652-4800-xxx 50000748 2
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant DMS/IRMU

PerT(;%rg of Activity

Knowledge of principles of organization and management, records management principles,
practices, and methods and skill in their application to the records needs of organizations, modern
office methods and procedures. Knowledge of business process management principles,
practices, and methods and skill in their application to the business process needs of
organizations.

Leadership skills to effectively ensure cooperation and participation from staff in creating a team
environment that shares in the unit and department vision, strategies and implementation of the
vision. Energize and motivates staff by recognizing their achievements and accomplishments.

Ability to operate at a high level of customer service recognizing the various service needs of
several divisions in the department; establish and maintain cooperative relationships with the
public and private agencies; analyze situations and take effective action; plan direct the work of
others. Ability to evaluate existing records systems and plan revisions or desigh new systems and
procedures to meet the requirements of the Department; prepare concise, comprehensive reports
and recommendations including procedural analysis.

PERSONAL CONTACTS

Liaison with various levels of staff and management, outside governmental agencies, and the
public.

PHYSICAL AND MENTAL REQUIREMENTS

Must have ability to deal with multiple priorities, meet short timelines when necessary, and handle
varying and sometimes large workload volumes.

ADDITIONAL REQUIREMENTS

Proficiency in the use of a personal computer, using the standard Microsoft Office suite of
software, and electronic data processing systems will be required to complete many of the duties.

Proficient in the use of the Department's enterprise business system SAP--Systems, Applications,
and Products in Data Processing--that electronically integrates all areas of the organization such
as financials, human resources, contracting/purchasing, inventory/warehousing, etc.
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	activity3: Direct the establishment and implementation of a digital back office central scanning function to support the Department of Water Resources. Develop and recommend business area policies to manage a successful scanning operation for the enterprise. Formulate, develop and maintain resulting scanning and mail processing procedures for the purpose of effective and efficient business operations. Ensure all procedures are adhered to and that quality assurance checks are built into the processes. Develop, operate and maintain methodologies to capture statistical information relative to scanning and mail processing.

PUBLICATIONS
Maintain an effective program for receiving, distributing, selling and maintaining stock on departmental bulletins and reports.  Also responsible for the review and purging of obsolete copies.

ADMINISTRATIVE
Directs, coordinates, organizes and plans the administrative services of the office. Activities include: managing a $1.4 million budget; recruitment and retention of 22 full and part-time positions/employees including three subordinate supervisors; developing an operating budget and procuring services and commodities to provide an effective records, mail, and scanning operation; plan office layouts; develop performance standards, prepare and review performance reports, and respond to Merit Award suggestions pertaining to records, mail, and scanning operations.

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as OES and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions. These functions are established in the California State Emergency Plan and the Department's Administrative Orders.

KNOWLEDGE, SKILLS, AND ABILITIES

This position requires that the incumbent exercise a high degree of initiative and independent judgment in developing an electronic records management program and in managing and supervising the Imaging and Records Management Unit.  
	MRBU: Off
	Management Related: 
	SRBU: Yes
	Supervisory Related: S01
	CRBU: Off
	Confidential Related: 
	RFBU: Off
	Rank and File: 
	IMMEDIATE SUPERVISOR: Vicki Price
	SUPERVISOR'S CLASS: Staff Services Manager II
	personnel analyst: Patrice Yang
	personnel date: 04/03/09
	PERCENT OF TIME: 
	activity: POSITION SUMMARY

Under the general direction of the Staff Services Manager II, incumbent has the overall responsibility to establish and maintain an active and continuing program for the management of the records and information practices for the Department of Water Resources. 


ESSENTIAL FUNCTIONS

This position requires knowledge and an in-depth understanding of the State Records Act (CA GC 14740-14774), Public Records Act (CA GC 6251-6270), State Administrative Manual sections and departmental policies and procedures relating to imaging, records management and retention, mail services, and publishing. This position requires that the incumbent exercise a high degree of initiative and independent judgment in managing and supervising the Imaging and Records Management Unit. All employees are expected to work cooperatively with others; maintain regular, consistent, predictable attendance; possess integrity, initiative, dependability, and good judgment.

Develop and implement, as the business process owner, the Electronic Records Management System component (ERMS) of DWR's enterprise content management (ECM) system; develop and implement the digital back office central scanning function for the department; develop policies and procedures, define business processes, procedures, guidelines, staffing, and maintenance in support of both the records management component and scanning function in support of DWR programs.  Ensure consistency with the changing business environment, encourages and supports continuous improvement of business processes and provides advice to departmental staff on all aspects of federal, State, and department policy relative to records management. Responsible to maintain and work to further progress and develop DWR's mail services, and Publications and Paperwork Management Programs.  




	supervisor name: Vicki Price
	employee name: 
	activity2: PAPER/ELECTRONIC RECORDS MANAGEMENT 

Implement long-range planning and implementation of the Department's statewide imaging and records management program. Personally perform the more difficult and sensitive monitoring, evaluation and modification of existing systems, and those converting from hard to electronic copy. Manage the development and use of the Department's electronic records management system through records retention policies by technical, administrative, legal, and engineering personnel, in accordance with the State Records Act and Public Records Act. As custodian of records for the Department, which includes insuring statutory compliance of the Department's records management program, subpoenaed records, public records requests, transfer of records, records retention schedules and all aspects of the Department's paperwork management program. Manages the procedural infrastructure that ensures information is available, preserved and when appropriate, destroyed. Oversight and technical guidance to the District Offices and Field Divisions who have delegated authority for records management functions.  Actively works with the Department of General Services in applying standards and techniques designed to improve administrations of the State's paperwork management program.

Research and evaluate business process methodologies to incorporate into the electronic records management system component of an Enterprise Content Management system for the department.  Perform project management, change management, research and evaluation of EDRMS systems, analytical studies to determine departmental needs and requirements for the overall records management program, and work to restructure/reorganize, as necessary.  Direct staff utilizing project management methodologies to identify paper processes to be converted to an electronic document process. Assures taxonomy, inventory, and retention policies are applied to all documents in the electronic records management system. This position will be the business owner the ERMS and will ensure that DWR is adhering to records management laws and State policies according to Government Code 14746.   

Direct staff to perform analytical studies to determine departmental needs and requirements for the imaging, records retention, records retrieval, mail services, paperwork management, and publications functions.  Review and evaluate existing record management policies and procedures; make recommendations on alternate methods of records management to streamline and make more efficient; and direct the installation of new policies and procedures. Provide technical training and assistance to records management personnel in Headquarters, Field 
Divisions, and District Offices. Responsible for departmental compliance with the Public Records Act to complete public records act requests and to coordinate and fill attorney and subpoena requests.

MAIL and SCANNING FUNCTIONS
Direct the functions of the Mail Services Unit that include the use of a computerized master mailing list program and updating the existing mailing lists. Provide support to maintain an efficient and effective mail and messenger service (internal and external) for the Department through ongoing evaluation of mail operations and providing maximum adaptability to organizational changes. Oversee the mail messenger and computerized master mailing list services for the Department.  Maintains an effective program for receiving, distributing, selling and maintaining stock on departmental bulletins and reports. Also responsible for the review and purging of obsolete copies.
	Text1: 
	Text2: Knowledge of principles of organization and management, records management principles, practices, and methods and skill in their application to the records needs of organizations, modern office methods and procedures. Knowledge of business process management principles, practices, and methods and skill in their application to the business process needs of organizations.

Leadership skills to effectively ensure cooperation and participation from staff in creating a team environment that shares in the unit and department vision, strategies and implementation of the vision. Energize and motivates staff by recognizing their achievements and accomplishments.


Ability to operate at a high level of customer service recognizing the various service needs of several divisions in the department; establish and maintain cooperative relationships with the public and private agencies; analyze situations and take effective action; plan direct the work of others. Ability to evaluate existing records systems and plan revisions or design new systems and procedures to meet the requirements of the Department; prepare concise, comprehensive reports and recommendations including procedural analysis.

PERSONAL CONTACTS

Liaison with various levels of staff and management, outside governmental agencies, and the public.

PHYSICAL AND MENTAL REQUIREMENTS

Must have ability to deal with multiple priorities, meet short timelines when necessary, and handle varying and sometimes large workload volumes.

ADDITIONAL REQUIREMENTS

Proficiency in the use of a personal computer, using the standard Microsoft Office suite of software, and electronic data processing systems will be required to complete many of the duties.

Proficient in the use of the Department's enterprise business system SAP--Systems, Applications, and Products in Data Processing--that electronically integrates all areas of the organization such as financials, human resources, contracting/purchasing, inventory/warehousing, etc.




